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[bookmark: _Toc213687896]	Task 1 (a): Report on Essential Academic and Employment Skills
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I’ve come to see that doing well in college or at work isn’t really about being the smartest person in the room. It’s more about using what you already know in the right way. When I actually plan my week and don’t leave things for the last minute, I feel a lot calmer [1]. Working with people also helps — you learn new ways of thinking just by talking and sharing ideas.
[bookmark: _Toc213687898]Main Body
One thing I’ve picked up is that it’s worth stopping to think before jumping to answers. Asking questions or checking facts usually makes my work stronger [2]. I also try to write in my own style and give credit to others properly. It shows I’ve done the work myself and that I respect other people’s ideas [3].

Since I want to go into health and social care, understanding people is a big deal for me. You meet all kinds of situations, and being kind, patient, and steady really matters [4]. On top of that, digital skills help with nearly everything now — writing reports, keeping notes, or finding information [5]. Together, these skills make me feel ready for both college and a real job later on.
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Evaluation of Task 1 (a) based on Similarity report 
To be honest, when I saw my Turnitin report and it showed 54% I felt a bit upset. I didn’t think it would be that high. I think some parts matched because of short common lines and the reference list. Next time I’ll try to write more in my own way, maybe mix my sentences a bit and not follow the same pattern as examples. I’ll read it again before I submit to make sure it sounds more like me. If I had to grade myself, I’d give around 74 or 75 because it’s good but not perfect yet. 
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Mind Map Link: 
https://mm.tt/map/3845109642?t=ogm85BPttV
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Here is the link to see Poster Online:
https://www.canva.com/design/DAG4TvTdfVU/L2s3P6X3vaz_s-ajI3nioQ/view?utm_content=DAG4TvTdfVU&utm_campaign=designshare&utm_medium=link2&utm_source=uniquelinks&utlId=h57941f2fc7
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Task 3: Virtual Collaboration and RefWorks
[bookmark: _Toc213687906]		Report on Virtual Collaboration
			When a new team starts forming, everything feels a bit uncertain at first. People are still figuring out how to work together and who’s good at what. Good communication right from the start makes a huge difference [6]. It helps everyone understand the main goal and what part they’ll play in reaching it.
Working in a virtual team is even trickier. Some people may live in different time zones, so most conversations happen online [7]. That’s why tools like Teams or Zoom become the only link between members. Still, it’s not just about using apps — people also need to pick up on tone and emotions through text or video so they don’t misunderstand each other.
Early on, it really helps to set simple ground rules such as how often to meet, how to share work, and how decisions will be made [8]. Clear roles avoid confusion later. I’ve seen that when roles aren’t clear, tasks overlap and deadlines slip. Trust is also something that builds slowly. Teams that spend a bit of time getting to know one another — maybe through short chats or quick check-ins — usually work more smoothly later [9].
Virtual teamwork works best when there’s a mix of structure and friendliness. A good balance between technology and real connection makes people feel part of something, not just another username on a screen [10]. In the end, teamwork is less about fancy software and more about people understanding each other, supporting one another, and aiming for the same goal.
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Step-by-step process of using RefWorks with visuals

To manage and insert my references, I used RefWorks Citation Manager in Microsoft Word. First, I logged in to RefWorks through the university library and added my sources manually and by using the “Export to RefWorks” option from Google Scholar. Then I opened RefWorks Citation Manager (RCM) in Word and selected the IEEE style. By clicking “Cite this,” I inserted in-text citations like [1], [2], etc. Finally, I pressed Insert Bibliography, and the full IEEE reference list appeared automatically at the end of the document. This process saved time and ensured all my references were correctly formatted.
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INTRODUCTION
In today’s world, success rarely happens alone. Whether in
college or at work, teamwork helps people share ideas, solve
problems faster, and learn from each other’s strengths [1].
Working well in a team builds confidence and prepares students
for real professional environments [2].

ACADEMIC SUCCESS:

Encourages collaborative learning and peer support.
Develops active listening and communication skills.

Helps balance workload and improve creativity.

Builds empathy and emotional intelligence for group projects [3].

CAREER SUCCESS:
 Employers value teamwork as a top “soft skill.”
© Team players adapt better in changing environments.
© Collaboration drives innovation and shared responsibility.
© Improves interpersonal skills and leadership potential [4].
.

REAL LIFE EXAMPLE:

In healthcare or business, teams work together to make critical
decisions. A single person’s effort can fail, but teamwork
ensures reliability and better outcomes [5].

| — ) SRR |

CONCLUSION REFERENCES:
e i it





image2.jpeg




